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Application Navigation
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Application Navigation
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HOME

APPLICANTS

CASE MANAGEMENT

USERID SIGNOUT

View reports on case 
type, demographics, drug 
testing and applications

Refer an individual to 
specialty court, complete 

application capture 
decision, an create 
specialty court case

Manage participant 
information, phase, 

status, supervision notes, 
drug testing, sanctions, 
incentives and hearing 
notes for participants

Change Password

Application Settings

For ADMIN users, manage 
team and drug panel 

information

Manage SCALES password 
NOTE: changes sync with 
Contexte & Court Connect

Send feedback to 
Application Support

ACAP Help



Home Dashboard
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Home Dashboard
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Users can hover over 
sections in the dashboard 
to quickly view details. 

Upon login, users will be navigated to the 
Home Dashboard which displays a snapshot 
of key information by specialty court case 
type based  on user security.



Home Dashboard
The top section displays the sum of casesbased on user 
security in the Case Management dashboard by case type
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The next section displays demographic information 
(gender, age, and race) about casesby case type



Home Dashboard
The third section displays information about drug test resultsby 
case type, specifically, drug testing results and positive substances
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DRUG TESTING DASHBOARD

NO RESULTS # of entries where RESULT equals N/A, REFUSED TEST, or NO SHOW

ABNORMAL # of entries where at least one RESULT = 'ABNORMAL'

POSITIVE

# of entries where at least one RESULT = 'POSITIVE' (NOTE: POSITIVE BUT WITH 

PRESCRIPTION is not counted here)

TOTAL TESTS # entries regardless of RESULT

General rules for counting result types in the DRUG TESTING report:



Home Dashboard
The last section displays information about applications
such as status, reject reasons and RANT score by status
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Applicants
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Applicants Dashboard
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Users with Referral Access set to YES will have 
the Refer Individual to a Specialty Court 
section of the dashboard will be visible. 

All users will have a report of all 
applications based on user security.



Refer to Specialty Court
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To refer an individual to a specialty court, 
users can search by a referring case or search 
all criminal/traffic cases within the last 8 
years based user security.  

In this example we will search based on a 
referring case id. Select Case ID, type the 
referring case ID in the box, then click search.



Create Application
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From search results, click on CASE 
ID link to create new application.



Create Application
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A Refer Existing Casebox opens to 
confirm user intends to create a new 
application from referring case. 

Select Submit to create the application.



New Application

The newly created application will open with a 
uniqueApplicant ID, a PENDINGApplication 
Status, the Referral Datedefaulted to current 
date, and Preliminary Prosecutor Approval set to 
NO.
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Users will complete sections of the application. 
User can scroll through the full application 
when Show All is selected or select the section 
headers to navigate within the application. 



New Application
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The Party Informationsection is pre-populated 
with information from the court database, such 
as name, demographic information and address. 
The pre-populated data is not editable as it is a 
snapshot of the case and party information 
related to the referring case.



Profile Photo
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Mugshot Guidance: Photograph defendant in a 
front -view position from mid -torso to top of head. 
Background should be white or light blue and clear 
of disturbances. 

Photos should be saved as either .JPG or .GIF format.

Within Party Information, a 
Profile Photo is required.
Select and upload a Profile Photo. 
Users can update photo while 
application is in pending status.


